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Section |: Introduction

This guide contains instructions on deploying Omtool DMS Libraries v4.0 for MyFolder. It is written for systems
administrators with detailed knowledge of the Omtool server and MyFolder.

This section includes:

Omtool DMS Libraries integration with MyFolder (I-1)
Installation components (I-1)
Deployment summary (I-1)

Release notes (1-2)

Related AccuRoute 4.0 documentation (I-3)

Omtool DMS Libraries integration with MyFolder

Omtool DMS Libraries v4.0 includes the ability to integrate with MyFolder.

Using Omtool DMS Libraries v4.0, you can be sure all of your important documents are stored in MyFolder. The
combined power of AccuRoute Desktop v4.0 and Omtool DMS Libraries v4.0 for MyFolder allows your users to
send both soft copy and hard copy documents to MyFolder quickly and easily.

For more information on profiling documents to MyFolder, go to Section 8: Testing (8-1).

Installation components

Omtool DMS Libraries v4.0 is included in the AccuRoute v4.0 installation.

Note The instructions in this guide are applicable only if you are running Omtool Libraries v4.0.

Deployment summary

To deploy Omtool DMS Libraries v4.0 for MyFolder:

I Comeplete the installation requirements. (Go to Installation on 3-1.)

2 Configure sharing and security permissions. (Go to Sharing and Security Permissions on 4-1.)
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Complete required server configuration. (Go to Required Server Configuration on 5-1.)

Complete any optional server configuration. (Go to Optional Server Configuration on 6-1.)

Complete the client configuration. (Go to Client Configuration on 7-1.)

Test profiling a document into MyFolder. (Go to Testing on 8-1.)
Troubleshoot the installation. (Go to Troubleshooting on 9-1.)

Release notes

Enhancements

Omtool DMS Libraries v4.0 for MyFolder includes the following enhancements:

Omtool DMS Libraries v4.0 for MyFolder has been qualified with AccuRoute Desktop v4.0.

Resolutions

Omtool DMS Libraries v4.0 for MyFolder includes the following resolved issues:

AccuRoute Desktop was not deleting temporary files called “stub documents” from some DMS
applications. This issue impacted DMS applications that do not required AccuRoute Desktop to create
a stub document before routing the document to the DMS application. See Knowledge Base Article
K03805. (Go to Omtool support and sales on the inside front cover.) Ref. A7587

Changing the label of a document type is now available. (See Knowledge Base article K02284.) (Go to
Omtool support and sales on the inside front cover.) Ref. A4022

My Folder now allows you to select your Home Folder (the user’s home folder as defined in their
Windows NT profile) on the MyFolder configuration wizard as the destination folder for files.

The date\time stamp is no longer appended to the first scanned document going to MyFolder or
MyFolder. (See Knowledge Base article K02510.) (Go to Omtool support and sales on the inside front
cover.) Ref. A4620

Limitations

Omtool DMS Libraries v4.0 for MyFolder includes the following limitations:

Ref. A7437

The Profile dialog box “trails” when moved: When you select MyFolder as a recipient type, the
Profile dialog box opens. If you reposition the Profile dialog box to another location on the window, a
copy of the Profile dialog box is left behind. This happens every time you try to reposition the Profile
dialog box. Closing the front instance of the Profile dialog box closes all copies. See Knowledge Base

Article KO4136. (Go to Omtool support and sales on the inside front cover.)
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Ref. A9035

e MyFolder can not use the Home folder as a destination: VWhen a home folder is configured for
each user in Active Directory in Users and Computers, and MyFolder is configured with the “Home
Folder” and “Connect using current user options”, when a user tries to add a MyFolder destination in
AccuRoute Desktop, the following error appears: “Failed to profile document”. See Knowledge Base
Article KO4126. (Go to Omtool support and sales on the inside front cover.) Ref. A7437

Related AccuRoute 4.0 documentation

For more information about AccuRoute Desktop and other AccuRoute products, refer to the AccuRoute v4.0
documentation home page to access:

e Readmes and release notes

e DMS Libraries quick start guides
e  User guides and online help

e  Administrator guides

e Installation and upgrade guides
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Section 2: Requirements

This section includes:

Server requirements (2-1)

Client requirements (2-2)

Server requirements

The system where you install the DMS connector for MyFolder must meet the following minimum requirements:

a
a

AccuRoute v4.0

DMS connector license

Note The DMS connector license must be added to the server prior to adding the connector. The AccuRoute
server makes one connector available by default. Check the licensing properties on your server for
connector availability.

For more information about license activation, continue to Activating the server license (2-1).

Activating the server license

You can activate your license automatically or through a manual method, depending on whether the server has access
to the internet.

Automatic license activation

Have available a copy of the Activation Code received with the software package.

N 60 1 A WN

Launch the Server Administrator and expand the tree view.
Select the server name. Right-click and select Licensing...
Click the Activate License... button.

Select the Automatically activate via the Internet option.
Paste the Activation Code in the Activation Code window.
Click OK. The server is updated with the new license.

Click Close to complete the procedure.

©2013 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



2-2

Omtool DMS Libraries Installation and Integration Guide for MyFolder

Section 2: Requirements

Manual license activation

Have available a copy of the Activation Code received with the software package.

o 1 A W N

10
1
12
13
14
15

Launch the Server Administrator and expand the tree view.

Select the server name. Right-click and select Licensing...

Click the Activate License... button.

Select the Export activation file for manual activation option.
Browse to a location to save the file.

From a system with internet access, launch the web browser and go to: https://license.omtool.com/
manual. The Manual License Portal page opens.

Paste the Activation Code in the Activation Code window.

Browse to the ManualActivation.exp file created in Step 5. Click Upload, then click NEXT.
Click Download and save the ManualActivation.imp file to a location available on the server.
From the Server Administrator, select the server name. Then, right-click and select Licensing...
Select the Activate License... button.

Select the Import activation file from manual activation option.

Browse to the saved ManualActivation.imp file.

Click OK. The license has been updated.

Click Close to complete the procedure.

Client

Q

requirements

AccuRoute Desktop v4.0

FaxCenter v4.0
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Section 3: Installation

This section includes:

Pre-configuring MyFolder (3-1)

Adding the MyFolder connector (3-3)
Completing the MyFolder connector configuration wizard (3-5)

Pre-configuring MyFolder

There are two options available when you configure MyFolder. You can select either the user’s Home folder or you
can specify a directory structure. If you select the user’s Home folder, no pre-configuration is required for MyFolder.
(Go to Adding the MyFolder connector on 3-3.) The user’s home folder is configured in Active Directory. For more
information, consult your Active Directory documentation.

If you are specifying a directory structure, you must create the MyFolder directory structure in the local area
network before you can complete the configuration wizard for MyFolder. Continue to Creating a directory structure
to support MyFolder.

Creating a directory structure to support MyFolder

To create the MyFolder directory structure:

I Create the top level folder and name it MyFolder. (If desired, you can choose a different name for
this folder.)

2 Ifyou are in a domain, identify the domains where Windows users route documents to MyFolder, and
create a level 2 subfolder for each domain. The folder name must be the same as the domain name.
For example, when the domain name is WindowsDomain, the folder must be called
WindowsDomain.

_O r—

If you are in a workgroup, identify the workgroups where Windows users route documents to
MyFolder, and create a level 2 subfolder for each workgroup computer. The folder name must be the
same as the workgroup computer name. For example, when the computer name is
WorkgroupComputer, the folder must be called WorkgroupComputer.

Tip  You do not need to create individual folders for each Windows user. When a Windows user routes a
document the first time, the level 3 folder is created automatically.

When you finish creating the directory structure, it might look similar to the following example:

Figure 3-A: Directory structure
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i) MyFalder

----- i) domain_narmel

----- ) domain_nameZ

----- ) domain_name3

----- i) workgroup_computer_narme]
----- i) workgroup_computer_narne?
----- i) workgroup_computer_narne3

The above illustration demonstrates a valid directory structure for MyFolder.

Continue to Setting sharing permissions and security permissions. Read about MyFolder security, and then configure
permissions on MyFolder.

Setting sharing permissions and security permissions

After you create the directory structure for MyFolder, configure the sharing and security permissions.

The minimum required sharing and security permissions allow users to do the following:

All MyFolder users must be able to access all levels of the MyFolder structure.
All MyFolder users must be able to create folders on the level below the domain or workgroup folder.

All MyFolder users become the owner of their respective personal folders, but cannot access or
modify the contents of other users’ folders.

The Windows account associated with the AccuRoute server must have access all levels of the
MyFolder structure and security permissions with full control.

If you are connecting via HTTP or HTTPS to an AccuRoute server in a different domain and the
MyFolder directory is configured on the local system, you must specify the location of the MyFolder
directory using the IP address. The Omtool server may have problems resolving the server name to an
actual IP address due to DNS issues. Using the IP address eliminates the DNS issues.

Set permissions for the c:\Program Files\Common Files\Omtool directory. The Domain Users group
(or other appropriate user group) requires read/write permissions to this directory.

Figure 3-2: Minimum requirements for MyFolder
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MyFolder

Users must be able to browse the folders on the next
level, but should not be able 1o madify them.

Section 3: Installation

Everyone, or the users/groups using MyFolder,
must have Sharing permissions on this folder
with Full Control. Security permissions
(advanced) should allow Traverse Folder/
Execute File, List Folder/Read Data, Read
Attributes, and Read Extended Atfributes, and
should apply to This folder only.

Users must be able to cn
allows a user to create a

created by other users,

level, but should not be able to delete them. This

Domain/Workgroup Domain users or workgroup users must have

eate folders on the next N S ! N
Sharing permissions on this folder with Full

personal folder at the next | Conifrol. Security permissions (advanced)

level, but prevents the user from deleting folders should allow Traverse Folder/Execute File,

List Folder/Read Data, Create Folders/
Append Data, and Read Permissions, and
should apply to This folder only.

When a user saves or routes a document to MyFolder,
the Omtool application emulates the user, creates the
5 user's folder, and saves the document in the folder. The
\ User user becomes the owner of the folder automatically.

The above diagram illustrates the minimum requirements for MyFolder users.

For detailed instructions on configuring sharing and security permissions for MyFolder, go to Section 4: Sharing and
Security Permissions (4-1). For more information on sharing and security permissions, consult Windows help.

Continue to Adding the MyFolder connector.

Adding the MyFolder connector

Note The Export Profile Information and Create Default Profile Information buttons are not applicable for the

MyFolder DMS connecto

r at this time.
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To add the MyFolder connector to an AccuRoute server:

I Right-click Connectors in the console tree and select New AccuRoute Server connector for >
MyFolder. The Server Address window appears.

Create New MyFolder DMS Connector [ %]

Server Address

Enter the name of the computer where the
connectar is installed.

Server Address:

K.

i N

" Bemote Server

< Back I Mest » I Cancel

2 Select the server address to which you want this connector installed. Choose Run on the Message
Server or Remote Server. If you selected Remote Server, enter the name of the server. Click
Next. The Display Name window appears.

Create New MyFolder DMS Connector [ %]
Dizplay Hame

Enter a friendly name for the connector.

Mame:

< Back I Mest » I Cancel |

3 MyFolder on the Server appears as the default name. Type a friendly name for this connector in the
Name text box and click Next. The Congratulations window appears.

4 Click Finish.

The DMS configuration wizard launches and prompts you to configure the connector to support
MyFolder.

Continue to Completing the MyFolder connector configuration wizard.
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Completing the MyFolder connector configuration wizard

All Omtool applications on the same system share the Omtool DMS Libraries configuration (3-5)

Configuring a new MyFolder connector (3-5)

Configuring an existing MyFolder connector (3-6)

FaxCenter supports only one DMS application: FaxCenter can support only one DMS application, even though
other Omtool applications such as the AccuRoute Desktop and Swiftwriter can support multiple DMS applications
concurrently.

All Omtool applications on the same system share the Omtool DMS
Libraries configuration

When multiple Omtool applications are installed on the same system, these applications share the same DMS
configuration data. If you make changes to the DMS configuration settings for one Omtool application, those changes
affect all Omtool applications installed on the system.

Configuring a new MyFolder connector

The MyFolder Location page appears immediately after you complete the new connector wizard.
To complete the configuration wizard for a new MyFolder connector:

I  On the MyFolder Location page, you can select the location in which to store your MyFolder
documents.

» Select Use user’s Home Folder to select the user’s home folder as defined in their Windows
NT profile, or

» select Use this location, click Browse, go to the MyFolder directory, select it, and click OK.
For more information on the user’s Home folder, see your Active Directory documentation..

MyFolder Location [ %]

DMS Configuration
Enter configuration options.

" Use user's Home Falder

& Use this location:

I Browse... |

Example: “\serverishare

< Back I Mest > I Cancel
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Note If you are configuring the DMS connector on an AccuRoute server, leave this field blank. When routing
documents on behalf of an AccuRoute Desktop user, the server uses the DMS configuration data from
the workstation where the user generated the Routing Sheet.

2 Click Next. The MyFolder Connection Credentials page appears.

DMS Configuration
Enter configuration options.

' Connect using curent user

(" Connect using this user:

Uszer name:

Password: I

Confirm password:

< Back I Finizh I Cancel

3  Select an authentication method:

Connect using current user - Select this option to connect to the MyFolder directory using the
login credentials of the current Windows user. (This setting is recommended for single-user
workstations.)

Connect using this user - Select this option to connect to the MyFolder directory using specific
login credentials, and type the user name and password in the User name, Password, and Confirm
password text boxes.

If you are configuring the DMS connector on the AccuRoute server, Omtool strongly recommends
that you select Connect using this user and provide the login credentials of the Windows user
account associated with the AccuRoute server. In rare circumstances when the AccuRoute server
cannot obtain the Windows login credentials of the AccuRoute Desktop user, the server uses these
login credentials. This reduces the possibility of an authentication failure.

4 Click Finish.

Configuring an existing MyFolder connector

Note The Export Profile Infformation and Create Default Profile Information buttons are not applicable for the
MyFolder DMS connector at this time.

To complete the configuration wizard for an existing MyFolder connector:
I Click Connectors in the console tree, and double-click the MyFolder connector in the details pane.
2 Click the Advanced tab.

3 Locate the DMS Configuration section, and click Configure. The MyFolder Location page
appears.

4 Perform steps one through four in Configuring a new MyFolder connector (3-5)

©2013 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



Omtool DMS Libraries Installation and Integration Guide for MyFolder

Section 4: Sharing and Security Permissions

Section 4: Sharing and Security
Permissions

This section includes:
Introduction (4-1)
Requirements (4-1)
Security considerations (4-1)
Setting permissions for MyFolder users (4-2)
Setting the required permissions for the Omtool server Windows account (4-17)

Introduction

This section contains detailed instructions on setting sharing and security permissions for MyFolder.

In order to complete the procedures in this section, you should be familiar with Windows sharing and security
permissions. For additional information on Windows permissions, consult Windows help.

The procedures described in this section apply to Windows 2003/2000 servers.

Requirements

Before you proceed, verify that you have created the required folders for MyFolder. As a minimum, you must have
a top-level folder, called MyFolder or some other name, and a second-level folder for each domain or workgroup to
which MyFolder users belong.

Security considerations

This section outlines the minimum required permissions for MyFolder users. By implementing these permissions, you
enable MyFolder users to access and modify the contents of their personal folders only. Users cannot modify the
contents of another user's folder. You can allow additional permissions as necessary.
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Setting permissions for MyFolder users

Top-level folder (MyFolder)

Using the following procedure, set the sharing and security permissions for MyFolder users on the top-level folder
in the structure. This folder can be called MyFolder or another name.

This procedure instructs you to give Everyone sharing permissions with Full Control and special read security
permissions that apply only to this folder. Omtool recommends that you use Everyone as documented in the

following procedure. However, as an alternative to Everyone, you can add only the users or groups that use
MyFolder.

To set the sharing and security permissions on the top-level folder:
I  Go to the top-level folder using Windows Explorer. Right-click the folder and select Properties.
2 Click the Sharing tab.

General  Sharing | Securityl wieb Sharingl Eustomizel

P *f'ou can share this folder with other uzers on pour
network. To enable sharing for thiz folder, click Share this
falder.

' Do nat share this foldé_'_:
—{" Share thiz folder

Share name: I

Lomment: I

s limit: & W awimun allowed

1 Allay this number of users:

il
To zet permissions for uzers who access this B |
falder owver the netwark, click Permissions. —
To configure settings for offline access, click |

Lachi
Caching. -Asfing

QK I Cancel Lpply
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3 Select Share this folder and click Permissions.

Permissions for MyFolder 2=l

Share Permissions |

Group or user names:

Add... | Bemove |
Permizzions for Everyone Allowy Deny
Full Control O O
Change O O
Fead O

QK I Cancel | Lpply |

4 Select Everyone in the Group or user names section, go to the Permissions for Everyone
section, and select the Allow check box associated with the Full Control option.

Permissions for MyFolder 2=l

Share Permissions |

Group or user names:

!ﬁ Everyone

Add... | Bemove |
Permizzions for Everyone Deny
Full Control O
Change O
Fead O

QK I Cancel Apply
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5 Click Apply and click OK.

General  Sharing | Securityl wieb Sharingl Eustomizel

e *f'ou can share this folder with other uzers on pour
network. To enable sharing for thiz folder, click Share this
falder.

" Do ot share this folder
—{* Share thiz folder

Share name: IM}'FUHEI

LComment: I

User limit: & Mawimum allowed

 Allawy this number of users: I _I:

To zet permissions for uzers who access this
falder owver the netwark, click Permissions.

To configure settings for offline access, click Caching |
Caching.

QK | Cancel Apply

6 Click the Security tab.

Generall Sharing  Security |W’eb Sharingl Eustomizel

[Group or user name:

€7 CREATOR DWNER
€7 SYSTEM
€7 Users [LANGSTON sers)

Permizzions for Administrators

Full Cantrol

Modify

Read & Execute
Lizt Folder Contents
Read

=
For special permissions or for advanced settings, Advanced |
click Advanced. —

QK I Cancel | Apply |
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7 Click Add.

Select Users, Computers, or Groups 2=l

Select thiz object type:

IUsers, Groups, or Built-in zecurity principals Object Types... |

FEram this location:

Ititania.omtool.com Locations... |
Enter the object names to select [examples):
Lheck Hames |

Advanced... | )4 | Cancel |

A

8 Go to the Group or user names section, enter Everyone, click Check Names, verify that
Everyone resolved, and click OK.

MyFolder Properties 2xl

Generall Sharing  Security |W’eb Sharingl Eustomizel

QIDUD or Uger names:

!ﬁ Adminigtrators [LAMGSTOMAdministrators)
€7 CREATOR DWNER

!ﬁ Everyone

€7 SYSTEM

€7 Users [LANGSTON sers)

Bemove |
Permizzions for Everyone Allowy Deny
Full Contral O o =
Modify O O
Fead & Execute O
List Folder Contents O
Read |
Wirite O O
[ | Dimerminaimime mn mn LI

For special permissions or for advanced settings, Advanced |
click Advanced. —

QK Cancel | Apply |
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Section 4: Sharing and Security Permissions

9 Select Everyone in the Group or user names section, go to the Permissions for Everyone
section, and click Advanced.

Advanced Security Settings for MyFolder 2=l

Pemissions |Auditing| Dwnerl Effective Permissionsl

To view more information about special permissions, select a permission entry, and then click Edit.

Permizzion entries:

Ful

Allow Everpone Fead & Execute <not inherited: This folder, subfolders...

Allow Adminigtrators [LAMG...  Full Control Parent Object This folder, subfolders...

Allow CREATOR OWNER Full Control Parent Object Subfolders and files only

Allow SYSTEM Full Control Parent Object This folder, subfolders...

Allow Usgers [LAMGSTONN...  Special Parent Object Thiz folder and subfol...

Allow Usgers [LAMGSTONY...  Read & Execute Parent Object This folder, subfolders...
Add... Edi... Bemove

= Allow inheritable permissions from the parent to propagate to thiz object and all child objects. Include
theze with entries explicitly defined here.

™ Replace permission entries on all child obiects with entries shown here that apply to child objects

Leam maore about access contral.

QK I Cancel | Lpply |

10 Select Everyone in the Permissions entries list and click Edit.

Permission Entry for MyFolder 2=l

mﬂ

LChange... |

Apply onto: IThis folder, subfalders and files j

Mame:

Permizsions: Allowy

Full Cantral =
Traverse Folder / Execute File
List Folder / Fead Data

Read Attributes

Read Extended Attributes
Create Files / 'wiite Data
Create Folders / Append Data
write Attributes

‘wiite Extended Attributes
Delete Subfolders and Files
Delete

<]

BHEO

]DDDDDDDDDDDDg

|
O
O
O
O
O
O
Fead Permissions LI

u Apply theze permissions to objects and/or Clear Al |

containers within this container only

()8 I Cancel |
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Il Go to the Apply onto drop-down menu and select This folder only.

Permission Entry for MyFolder 2=l

‘wiite Extended Attributes
Delete Subfolders and Files
Delete

Read Permissions

Pl Plmemieaice s

Obiect |
Mame: IEveryone LChange... |
Apply onto:
Permizsions: Allowy Deny
Full Contral O | ——
Traverze Folder / Execute File O
List Folder / Read Data O
Fead Attributes O
Fiead Extended Attributes O
Create Files / \Write Data O O
Create Folders / Append Data O O
write Attributes a a
O O
O O
O O
O
=] =]

=
r Apply these permizsions to objects andor Clear Al |

cantainers within this container only

()8 I Cancel |

12 Go to the Permissions section and select the Allow check box associated with the Traverse
Folder/Execute File, List Folder/Read Data, Read Attributes, and Read Extended
Attributes options. (The permissions listed in this step are required. You can allow or deny other
permissions needed.)

Permission Entry for MyFolder 2=l

‘wiite Extended Attributes
Delete Subfolders and Files
Delete

Read Permissions

Pl Plmemieaice s

Obiect |
Mame: IEveryone LChange... |
Apply anto: IThis falder anly j
Permizsions: Allowy Deny
Full Contral O | ——
Traverze Folder / Execute File O
List Folder / Read Data O
Fead Attributes O
Fiead Extended Attributes O
Create Files / \Write Data O
Create Folders / Append Data O
wirite Attributes O
O
O
O
O
=]

100000008EE

=
r Apply these permizsions to objects andor Clear Al |

cantainers within this container only

()8 I Cancel |
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13 Click OK to close the Permission Entry for MyFolder dialog box.

Pemissions |Auditing| Dwnerl Effective Permissionsl

To view more information about special permissions, select a permission entry, and then click Edit.

Permizzion entries:

Type | Mame | Permizzion | Inherited From | Apply To |

Allow Adminigtrators [LAMG...  Full Control <not inherited: Thiz folder only

Allow Everyone Special <not inherited: Thiz folder only

Allow Adminigtrators [LAMG...  Full Control Parent Object This folder, subfolders...

Allow CREATOR OWNER Full Control Parent Object Subfolders and files only

Allow SYSTEM Full Control Parent Object This folder, subfolders...

Allow Usgers [LAMGSTONN...  Special Parent Object Thiz folder and subfol...

Allow Usgers [LAMGSTONY...  Read & Execute Parent Object This folder, subfolders...
Add... Bemove

= Allow inheritable permissions from the parent to propagate to thiz object and all child objects. Include
theze with entries explicitly defined here.

™ Replace permission entries on all child obiects with entries shown here that apply to child objects

Leam maore about access contral.

QK | Cancel | Apply |

14 Click Apply and click OK to close the Advanced Security Settings for MyFolder dialog box.

Generall Sharing  Security |W’eb Sharingl Eustomizel

QIDUD or Uger names:

!ﬁ Adminigtrators [LAMGSTOMAdministrators)
€7 CREATOR DWNER

!ﬁ Everyone

€7 SYSTEM

€7 Users [LANGSTON sers)

Permizzions for Everyone Allowy

Full Cantrol

Modify

Read & Execute
Lizt Folder Contents
Read

ioooooao

C rmmiad Dmrrninnimmne ]

For special permissions or for advanced settings,
click Advanced.

QK | Cancel | Apply |

15 Click Apply and click OK to close the MyFolder Properties dialog box.
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Second-level folder (domain or workgroup name)

Using the following procedure, set the sharing and security permissions for MyFolder users on the second-level folder
in the structure. This folder should be named after the domain or workgroup to which MyFolder users belong.

This procedure instructs you to give domain users or workgroup users sharing permissions with Full Control and
special read/write security permissions that apply to this folder only. Omtool recommends that you include all
domain users or workgroup users as documented in the following procedure. As an alternative to this method,
however, you can add only the users or groups that use MyFolder.

Note Note: The image captures in the following procedure illustrate the sharing and security permissions for
users in the domain TITANIA.

To set the sharing and security permissions on the second-level folder:
I  Go to second-level folder using Windows Explorer. Right-click the folder and select Properties.

2 Click the Sharing tab.

TITANIA Properties ed e

General  Sharing | Securityl wieb Sharingl Eustomizel

—— *f'ou can share this folder with other uzers on pour
network. To enable sharing for thiz folder, click Share this
falder.

—{" Share thiz folder

Share name: I

Lomment: I
s limit: & W awimun allowed
07 o thife rumben of wsers: =
- il
To zet permissions for uzers who access this B |
falder owver the netwark, click Permissions. —

To configure settings for offline access, click Caching |
Caching.

QK I Cancel Lpply
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Section 4: Sharing and Security Permissions

3 Select the Share this folder option and click Permissions.

1A ed e

ons for

Ern

Share Permissions |

[Group or user name:

Add... | Bemove |
Permizzions for Everyone Allowy Deny
Full Control O O
Change O O
Fead O

QK I Cancel Lpply

4 Click Add.

Select Users, Computers, or Groups 2=l

Select thiz object type:

IUsers, Groups, or Built-in zecurity principals Object Types... |

FEram this location:

Ititania.omtool.com Locations... |
Enter the object names to select [examples):
Lheck Hames |

Advanced... | )4 | Cancel |

A
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5

Go to the Group or user names section, enter domain users (for a domain) or workgroup
users (for a workgroup), click Check Names, verify that the account name is resolved, and click
OK.

Permissions for TITANIA

2|
Share Permissions |
Group or uzer names:
!ﬁ Domain Ugers [TITAMNIANDomain Uzers)
!ﬁ Evervone
Bemove |
Permizzgions for Domain Users Deny
Full Control O
Change O
Fead O

QK | Cancel | Apply |

Select the domain users group or workgroup users group in the Group or user names section, go

to the Permissions for <group> section, and select the Allow check box associated with the Full
Control option.

Permissions for TITANIA

2|
Share Permissions |
Group or uzer names:
!ﬁ Domain Ugers [TITAMNIANDomain Uzers)
!ﬁ Evervone
Add... | Bemove |
Permizzgions for Domain Users Allowy Deny
Full Control O
Change O
Fead O
QK I Cancel Apply
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7 Click Apply and click OK.

Share Permissions |

Group or uzer names:
!ﬁ Domain Ugers [TITAMNIANDomain Uzers)

!ﬁ Evervone

Bemove |
Permizzgions for Domain Users Allowy Deny
Full Control O O
Change O O
Fead O
QK | Cancel Apply

8 Click the Security tab.

Generall Sharing  Security |W’eb Sharingl Eustomizel

Group or user ham

€7 CREATOR DWNER
€7 SYSTEM
€7 Users [LANGSTON sers)

T
=%
o

Permizzions for Administrators Deny

Full Cantrol

Modify

Read & Execute
Lizt Folder Contents

Bemove |
Read
write

Crmmiad D LI

For special permissions or for advanced settings, Advanced |
click Advanced. —
0K I Cancel | Apply |

lOoooooao
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9 Click Add.

Select Users, Computers, or Groups 2=l

Select thiz object type:

IUsers, Groups, or Built-in zecurity principals Object Types... |

FEram this location:

Ititania.omtool.com Locations... |
Enter the object names to select [examples):
Lheck Hames |

Advanced... | )4 | Cancel |

A

10 Go to the Group or user names section, enter domain users (for a domain) or workgroup
users (for a workgroup), click Check Names, verify that the account name is resolved, and click
OK.

TITANIA Properties ed e

Generall Sharing  Security |W’eb Sharingl Eustomizel

Group or uzer names:

!ﬁ Adminigtrators [LAMGSTOMAdministrators) o
€7 CREATOR DWNER

!ﬁ Domain Ugers [TITAMNIANDomain Uzers)

!ﬁ Evervone

€7 SYSTEM
|

Permizzgions for Domain Users Allowy Deny

Full Contral O o =
Modify O O

Fead & Execute O

List Folder Contents O

Read |

Wirite O O
[ mn mn LI

For special permissions or for advanced settings, Advanced |
click Advanced. —

QK Cancel | Apply |
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11 Select the domain users group or workgroup users group in the Group or user names section, go
to the Permissions for <group> section, and click Advanced.

Advanced Security Settings for TITANIA 2=l

Pemissions |Auditing| Dwnerl Effective Permissionsl

To view more information about special permissions, select a permission entry, and then click Edit.

Permizzion entries:

Inherited From

Permission

Everpone Special <not inherited: Thiz folder only
Allow Adminigtrators [LAMG...  Full Control Parent Object This folder, subfolders...
Allow CREATOR OWNER Full Control Parent Object Subfolders and files only
Allow SYSTEM Full Control Parent Object This folder, subfolders...
Allow Usgers [LAMGSTONN...  Special Parent Object Thiz folder and subfol...

Allow Usgers [LAMGSTONY...  Read & Execute Parent Object This folder, subfolders...

Add... Edi... Bemove

= Allow inheritable permissions from the parent to propagate to thiz object and all child objects. Include
theze with entries explicitly defined here.

™ Replace permission entries on all child obiects with entries shown here that apply to child objects

Leam maore about access contral.

QK I Cancel | Lpply |

12 Select the domain users group or workgroup users group in the Permissions entries list and click
Edit.

Apply onto: IThis falder, subfolders and files j
Permizsions: Allowy Deny
Full Contral O | ——
Traverze Folder / Execute File O
List Folder / Read Data O
Fead Attributes O
Fiead Extended Attributes O
Create Files / \Write Data O O
Create Folders / Append Data O O
wirite Attributes O O
‘wiite Extended Attributes O O
Delete Subfolders and Files O O
Delete O o =
Fead Permissions O LI
P S S =] =]
u Apply_;hese per_miss_ions to _obiec:ts and/or Clear Al |
containers within this container only

()8 I Cancel |
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13 Go to the Apply onto drop-down menu and select This folder only.

Permission Entry for TITANIA 2=l

‘wiite Extended Attributes
Delete Subfolders and Files
Delete

Read Permissions

r Apply these permizsions to objects andor Clear Al |

cantainers within this container only

()8 I Cancel |

14 Go to the Permissions section and select the Allow check box associated with the Traverse
Folder/Execute File, List Folder/Read Data, Create Folders/Append Data, and Read
Permissions options. (The permissions listed in this step are required. You can allow or deny other
permissions as needed.)

Permission Entry for TITANIA 2=l

Dbject |

Mame: IDomain Users [TITANIAAD amain Users) LChange... |

Apply onto: IThis falder anly j

Obiect |
Mame: IDomain Users [TITANIAAD amain Users) LChange... |
Apply onto:
Permizsions: Allowy Deny
Full Contral O | ——
Traverze Folder / Execute File O
List Folder / Read Data O
Fead Attributes O
Fiead Extended Attributes O
Create Files / \Write Data O O
Create Folders / Append Data O O
wirite Attributes O O
O O
O O
O O
O
=] =]

Permizsions:

Full Cantral =
Traverse Folder / Execute File
List Folder / Fead Data

Read Attributes

Read Extended Attributes
Create Files / 'wiite Data
Create Folders / Append Data
write Attributes

‘wiite Extended Attributes
Delete Subfolders and Files
Delete

r Apply these permizsions to objects andor Clear Al |

cantainers within this container only

()8 I Cancel |

Read Permissions

IRO0000RO0O0RAO|E
l0oOoooooooooo|s
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15 Click OK to close the Permission Entry for the dialog box.

Advanced Security Settings for TITANIA 2=l

Pemissions |Auditing| Dwnerl Effective Permissionsl

To view more information about special permissions, select a permission entry, and then click Edit.

Permizzion entries:

Permission

A omain Users (11T 4. ¢ Thiz folder ol

Allow Everpone Special <not inherited: Thiz folder only

Allow Adminigtrators [LAMG...  Full Control Parent Object This folder, subfolders...
Allow CREATOR OWNER Full Control Parent Object Subfolders and files only
Allow SYSTEM Full Control Parent Object This folder, subfolders...
Allow Usgers [LAMGSTONN...  Special Parent Object Thiz folder and subfol...

Allow Usgers [LAMGSTONY...  Read & Execute Parent Object This folder, subfolders...

agd.. | Edt. |  Bemove

= Allow inheritable permissions from the parent to propagate to thiz object and all child objects. Include
theze with entries explicitly defined here.

™ Replace permission entries on all child obiects with entries shown here that apply to child objects

Leam maore about access contral.

QK | Cancel | Apply |

16 Click Apply and click OK to close the Advanced Security Settings for the dialog box.

Generall Sharing  Security |W’eb Sharingl Eustomizel

Group or uzer names:

!ﬁ Adminigtrators [LAMGSTOMAdministrators)
€7 CREATOR DWNER

!ﬁ Domain Ugers [TITAMNIANDomain Uzers)
!ﬁ Evervone

€5 SvSTEM _|;|
3

1 |

Permizzgions for Domain Users

Full Cantrol

Modify

Read & Execute
Lizt Folder Contents
Read

ioooooo|s

C rmmiad Dmrrninnimmne ]

For special permissions or for advanced settings,
click Advanced.

QK | Cancel | Apply |

17 Click Apply and click OK to close the Properties dialog box.
Repeat this procedure for each second-level folder that represents a domain or workgroup.

Continue to Setting the required permissions for the Omtool server Windows account.
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Setting the required permissions for the Omtool server
Windows account

Using the following procedure, set the sharing and security permissions for the Omtool server Windows account.
These permissions are set on the top-level folder, and apply to all subfolders in the structure.

To set the sharing and security permissions on the top-level folder:
I  Go to the top-level folder using Windows Explorer. Right-click the folder and select Properties.

2 Click the Sharing tab.

MyFolder Properties 2xl

General  Sharing | Securityl wieb Sharingl Eustomizel

P *f'ou can share this folder with other uzers on pour
network. To enable sharing for thiz folder, click Share this
falder.

" Do not share this folder
—{ "_Share this folde_\

Share name: IMyFoIder

LComment: I

User limit: & Mawimum allowed

 Allawy this number of users:

To zet permissions for uzers who access thiz Permissions
falder owver the netwark, click Permissions.
To configure settings for offline access, click

Cachi
Caching. S

Mew Share

FEL) .

QK I Cancel Lpply

3 Click Permissions.

Permissions for MyFolder 2=l

Share Permissions |

Group or user names:

!ﬁ Domain Ugers [TITAMNIANDomain Uzers)
!ﬁ Evervone
Add... | Bemove |
Permizzgions for Domain Users Allowy Deny
Full Control O
Change O
Fead O

QK I Cancel Apply
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4 Click Add.

Select Users, Computers, or Groups 2=l

Select thiz object type:

IUsers, Groups, or Built-in zecurity principals Object Types... |

FEram this location:

Ititania.omtool.com Locations... |
Enter the object names to select [examples):
Lheck Hames |

Advanced... | )4 | Cancel |

A

5 Go to the Group or user names section, enter the name of the Omtool server Windows account,
click Check Names, verify that the account name is resolved, and click OK.

Permissions for MyFolder 2=l

Share Permissions |

Group or uzer names:
!ﬁ Domain Ugers [TITAMIANDomain Uzers)

!ﬁ Evervone

ﬂ OmtoalS erverddmin [OmtoolServerddminizititania. omtool. co...

Bemove |
Permizzions for
OmtoalS erverddmin Allowy Deny
Full Control O O
Change O O
Read |
QK Cancel Apply
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6 Select the Omtool server account in the Group or user names section, go to the Permissions for

<Omtool server account> section, and select the Allow check box associated with the Full
Control option.

Permissions for MyFolder: ﬂﬂ

Share Permissions |

Group or user names:

!ﬁ Domain Ugers [TITAMIANDomain Uzers)

!ﬁ Evervone

ﬂ OmtoalS erverddmin [OmtoolServerddminizititania. omtool. co...

Add... | Bemove |
Permizzions for
OmtoalS erverddmin Allowy Deny
Full Control O
Change O
Fead O

QK I Cancel | Apply
7 Click Apply and click OK.

MyFolder Properties 2xl

General  Sharing | Securityl wieb Sharingl Eustomizel

P *f'ou can share this folder with other uzers on pour
network. To enable sharing for thiz folder, click Share this
falder.

" Do ot share this folder
—{* Share thiz folder

Share name: IMyFoIder j
LComment: I
User limit: & Mavimurn allowed

 Allawy this number of users: I _I;

To zet permissions for uzers who access this
falder owver the netwark, click Permissions.

To configure settings for offline access, click Caching |
Caching.
Mew Share |

: Permizzions

QK Cancel Apply
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8 Click the Security tab.

Generall Sharing  Security |W’eb Sharingl Eustomizel

Group or user names:

€7 CREATOR DWNER

!ﬁ Evervone

€7 SYSTEM

€7 Users [LANGSTON sers)

T
[y
=N

(lns]
o
3
o
=
o

Permizzions for Administrators

Full Cantrol

Modify

Read & Execute
Lizt Folder Contents
Read

For special permissions or for advanced settings, Advanced |
click Advanced. —
0K I Cancel | Apply |

9 Click Add.

Select Users, Computers, or Groups 2=l

Select thiz object type:

IUsers, Groups, or Built-in zecurity principals Object Types... |

FEram this location:

Ititania.omtool.com Locations... |
Enter the object names to select [examples):
Lheck Hames |

Advanced... | )4 | Cancel |

A
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10 Go to the Group or user names section, type the name of the Omtool server Windows account,
click Check Names, verify that the account name is resolved, and click OK.

MyFolder Properties 2=l
Generall Sharing  Security |W’eb Sharingl Eustomizel

Group or user names:

!ﬁ Adminigtrators [LAMGSTOMAdministrators) j

€7 CREATOR DWNER

!ﬁ Evervone

ﬂ OmtoolServerddmin [OmtoolServerddmin@titania. omtool.cr

€7 SYSTEM -
1 | v

Bemove |

Permizzions for

OmtoalS erverddmin Allowy Deny
Full Contral O o =
Modify O O
Fead & Execute O
List Folder Contents O
Fead O
write | |
C mmmind Drrninsinme mn mn LI

For special permissions or for advanced settings, Advanced |
click Advanced. —

QK | Cancel | Apply |

Il Select the Omtool server account in the Group or user names section, go to the Permissions for
Everyone section, and select the Allow check box associated with the Full Control option.

MyFolder Properties 2=l
Generall Sharing  Security |W’eb Sharingl Eustomizel

Group or user names:

!ﬁ Adminigtrators [LAMGSTOMAdministrators)
€7 CREATOR DWNER

[

!ﬁ Evervone
ﬂ OmtoolServerddmin [OmtoolServerddmin@titania. omtool.cr
€7 SYSTEM -
«| | B
Add... | Bemove |
Permizzions for
OmtoalS erverddmin Allowy Deny
Full Contral o =
Madify a
Fead & Execute O
List Folder Contents O
Fead O
write |
[ | Dimerminaimime mn mn LI

For special permissions or for advanced settings, Advanced |
click Advanced. —

QK I Cancel | Apply |
12 Click Apply and click OK to close the MyFolder Properties dialog box.
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Section 5: Required Server Configuration

This section includes:

Enabling MyFolder as a recipient type in AccuRoute Desktop (5-1)

Enabling MyFolder as a recipient type in AccuRoute
Desktop

If you have added support for MyFolder and you want to make it available to users as a recipient type in AccuRoute
Desktop, you must modify the AccuRoute properties of registered users.

If any individual users are registered on the AccuRoute server, complete this procedure once to modify user defaults
and once for each individual user.

To enable MyFolder as a recipient type in AccuRoute Desktop:
I Click Groups and select the group of interest. Right-click that group and select Properties.
2 In the Clients tab, select Enable members of this group as users.

3 Select and click the MyFolder connector in the Allow group to route to section and click OK to
save the settings.

Now when you start AccuRoute Desktop, MyFolder is available.
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Section 6: Optional Server Configuration

This section includes:

Changing the label of a document (6-1)

Changing the label of a document

Changing the label of a document type allows you to specify the name that appears to your users. For example, you
might want TIFF (Image) to read Fax Format. You can change these labels in the Omtool Administrator under
Groups.

Tip If any individual users are registered on the AccuRoute server, complete this procedure once to modify
user defaults and once for each individual user.

To change the label of a document type:
I Click Groups and select the group of interest. Right-click the group and select Properties.
2 On the Clients tab, select Enable members of this group as users.

3 Select and click the MyFolder connector in the Allow group to route to section.

Fax Cover Pages I Job Properties I Frinters I Falders
Destinations | Image-ln Connect I wieh Client I

Generall Members  Clients | Promptsl Scan Settingsl Custom Options

V¥ Enable members of this group as users

Allow group to route to

Type | Connector ;I Eonfigure...l

O Metwork Folders  Filescan on the Server

O Frirter
MyFalder MyFalder on the Server

« . | [T

Options

[T allow urrestricted access to all Embedded Directives o the server
[T Allow nor-autherticated access bo server

“igw Calurnr
Fecipients:  Type, Destination, Document Format Conli
gure. .. |
Open/Save: Dwner, Title, Created, Last Used, Single
Use, Expires
Billing
| alidate/Lackup via: j

QK I Cancel | Help |

4 Click Configure and click the Final Forms tab.

5 Highlight the document type that needs to be modified.
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R:D'uting Destination Properties : ll

General  Final Forms |

Select which final forms the AccuR oute client can send to this
routing destination.

Enabledl Drefault | File E stenzion | Diescription

G4.TIF TIFF [image]
FDF FDF [image]
OCF.POF PDF [image-+0C
OCR.Dac DOC [OCK text]
OCR.ATF RTF [OCR text]
OCR.TXT THT [OCR text]

1 | i

SetasDefauItl Froperties |

()3 I Cancel |

6 Click Properties.

7  Enter the new label for this document type in the Description field.

Final Form Properties : 5[
OCR.PDF

[¥ Enabled

[~ Default

Drescription: IPDF[image+DCH text] ﬂl

0K, I Cancel |

8 Click OK to close all the open dialogs.

9 Repeat the above steps for any other document type for which you want to change the label.
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This section includes:

Configuring AccuRoute Desktop (7-1)

Configuring FaxCenter (7-1)

Client deployment methods (7-2)

Section 7: Client Configuration

Configuring AccuRoute Desktop

To add MyFolder functionality to AccuRoute Desktop:
I Start AccuRoute Desktop and log in.

2 Click Tools on the menu bar and select Configure DMS.

3 Select MyFolder from the menu that appears.The MyFolder Location window appears.

At this point, the configuration is identical to that of the connector configuration. Perform steps one through four in

Configuring a new MyFolder connector (3-5).

Continue to Configuring FaxCenter.

Configuring FaxCenter

To add MyFolder functionality to FaxCenter:

I Start FaxCenter and log in.

2 Click Tools on the menu bar and select Configure DMS. The Document Management

Configuration screen appears.

3 Select MyFolder and click Configure. The MyFolder Location screen appears.

4 At this point, the configuration is identical to that of the connector configuration. Perform steps one

through three in Configuring a new MyFolder connector (3-5).

5 Click OK.
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Client deployment methods

There are two methods available for deploying clients to individual workstations with MyFolder functionality:

Configure AccuRoute Desktop or FaxCenter to support MyFolder on one client workstation. Then
copy the Omtool DMS Libraries configuration file to the Omtool DMS Libraries setup directory where
it can be propagated to client workstations during installation. Continue to Configuring MyFolder for
client rollout.

Install AccuRoute Desktop or FaxCenter on each individual workstation and perform the
configuration steps for MyFolder manually. Continue to Configuring MyFolder manually.

Configuring MyFolder for client rollout

This procedure is optional. If you do not complete this procedure before deploying the Omtool DMS Libraries, you
(or the user) must configure the Omtool DMS Libraries to support MyFolder manually after you install AccuRoute
Desktop or FaxCenter.

To pre-configure the Omtool DMS Libraries for deployment:
Install AccuRoute Desktop v4.0 or FaxCenter on a workstation.

Configure the Omtool DMS Libraries to support MyFolder. Select the settings that should apply to all
workstations in your environment.

Go to the c:\Program Files\Common Files\Omtool directory on the workstation where
AccuRoute Desktop or FaxCenter is installed, and copy the OmDMSDB . xm1 file to the clipboard.

Go to the Omtool server where AccuRoute Desktop or FaxCenter setup files are located, and paste
the file to the following locations. When prompted to replace the existing file, click Yes.

...\OmtoolServer\Clients\AccuRouteDesktop\Common\Omtool

...\OmtoolServer\Clients\FaxCenter\Common\Omtool

You have pre-configured the Omtool DMS Libraries setup with the configuration data for MyFolder. When you are
ready to deploy MyFolder, launch setup.exe in the AccuRoute Desktop directory.

Configuring MyFolder manually

To configure MyFolder manually:

AccuRoute Desktop - (Go to Configuring AccuRoute Desktop on 7-1.) Follow these steps on all
AccuRoute Desktop workstations.

FaxCenter - (Go to Configuring FaxCenter on 7-1.)
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Section 8: Testing

Testing the installation and configuration

To test the installation and configuration of Omtool DMS Libraries v4.0 for MyFolder, send a message using
AccuRoute Desktop. For detailed information on sending messages using AccuRoute Desktop, consult the user
guide. Go to Related AccuRoute 4.0 documentation on |-3.

To send a message to MyFolder using AccuRoute Desktop:

I Start AccuRoute Desktop. Click Start, go to the Omtool programs group, and select AccuRoute
Desktop. Log in if prompted. The application appears on your desktop.

B untitled - AccuRoute Desktop =] B3
File Edt View Tools Help
J L tew | (Fopenep Bseveco | [Bvienrs @einrs | dSGend | Hopns | @
Recipients
Tupe Foimat: Enter e-mail address |
E-mail +| L2 s=
Fax FOF (image) I El
MyFold PDF (image+0CH text) Add [” E-mail copy to doe(@engineering. omtool com
SR RTF (OCF ted] e am T e EenaneEis
TIFF [image)
THET [OCR test)
Type [ Destination | Document Famat =7
£l
| |+
I™ Biling &
— List of recipients
Subject: |
Camments: | ;I
Altachments: Submitted document(s) here il
=
[idoe@enginesring omtaol con [WMIKARZ LNEW

2 Select the destination type MyFolder in the Recipients Type list and select a file format for your
message in the Format list.

For more information on the available file formats, consult the AccuRoute Desktop User Guide.

For information on using billing, consult the AccuRoute Desktop User Guide or your system
administrator.
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3 Click Add. The MyFolder window appears.

I untitled - AccuRoute Desktop

I i 3|
File Edt View Tools Help
J L tew | (Fopenen Bdsevern | [Bvienns @eites | Scend | pjoptons | @
Recipients
Type Format: Press Add to profile document ]|
E-mail [DOC [OCR text) [ | =
Fax MyFold 2| x
MyFolder HRbes R omiosloon
Prirter Savein IaAdmlnIStlalDl j + [ of B
|Tepe =
E
KT — —|
™ Biling (15
Conlent File name: I Save | —
Subject:
Save a5 type: | fudobe Files [ ) =l Cancel
Comments =]
HMultiple use optiars: IElaate new document ﬂ ;I
- 2
Attachments: | (g Submitted document(s) here 1]
x|
[idoe@enginesring omtaol con [VMIKARZLNEW

In the File name text box, enter the file name you wish to assign to your document.

Note that the Save as type defaults to match the document format you selected in Step 2. Do not

make any changes to this option.

I untitled - AccuRoute Desktop

Fille Edit Wiew Taols Help

From the Multiple use options drop-down list, select one of the following:

=101 x|

J L tew | (Fopenen Bdsevern | [Bvienns @eites | Scend | pjoptons | @

Subject:

Savs as ype: | fudobe Files [ ) =l Cancel
Comments:

Multiple use: options: IElaate e document ﬂ

Fecipients
Type Format: Press Add to profile document ]|
E-mail [DOC [OCR text) [ | =
i 2 x
MyFolder HRbes R omiosloon
Printer Save in: IaAdmlnIStlalDl j + [ oF -
Tope e
|
KT — —|
I” Biling %]
Content File name: |Praducthdemorardurm

Save I ——————

Creats ocument v/
Atachments: | (g Submitted document(s) | verwite riginal document

Merge with original document

[idoe@enginesring.omtaol.

con [VMIKARZINEW

Create new document. Selecting this option creates a new document in MyFolder. If you select this
option and the file name already exists, the following message appears. Click Yes to replace the file or

click No to return to the MyFolder window.

& iYMIKAR 2 1NEWMyFolder\Engineering) Administrator ProductMemarandurm.
exists,

Do you wantk to replace it?

es | Mo I

pdf already
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Overwrite original document. If a document already exists with the file name you selected in Step
4, selecting this option overwrites the original file. Click Yes when the following message appears to
replace the file or click No to return to the MyFolder window.

& iYMIKAR 2 1INEW MyFolder\Engineeringl Administrator \ProductMemarandur. pdf already
exists,
Do you wantk to replace it?

es | Mo I

Merge with original document. If a document already exists with the file name you selected in step
4, selecting this option merges any file attachments with the original document. The resulting file is
stored with the original file name.

Click Yes when the following message appears to merge the documents or click No to return to the
MyFolder window.

exists,

& iYMIKAR 2 1INEW MyFolder\Engineeringl Administrator \ProductMemarandur. pdf already
Do you wantk to replace it?

es | Mo I

After the message is sent, any attachments on this message will be merged with the original document,
resulting in one document stored in MyFolder.

Note that this option is only available when you select PDF (image) or PDF (image+OCR text)
as your document format.

6 Click Save. A MyFolder destination appears in the message.

B untitled - AccuRoute Desktop =] B3
File Edt View Tools Help
J Y ew | (Jopentd (dlsaveEp | viewRs prntRs | =end | oioptons | @
Fiacipients
Tupe Foimat: Press Add to profile document |
E-mail ]| oA
Fax
MyFalder [~ E-mail copy to jdost@engineering.omtool.com
Pirter TIFF imags)
THET [OCR test)
Type [ Destination | Document Famat g
7 MyFolder MWMIKARZTMEW MyFoldert\ ENGIM...  PDF (image+0CR text) x
| |+
™ Biling Fy
Content
Subject: |
Comments: | ;I
Altachments: Submitted document(s) here il
ki
[idoe@enginesring omtaol con [WMIKARZ LNEW

7 Add content to your message.

Locate the Content section at the bottom and type a subject and comments.

Add any attachments you want to send with your message. Click the paperclip icon and do one of
the following:

File - Select this option to attach a file saved from your computer or network share. Browse to the
file, select it, and click Open. The file appears in the attachments list.
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Web document - Select this option to attach a web page from the Internet. Type the address of the
web document, choose a file name for the attachment, select a file format for this attachment (such as
PDF or HTML), and click OK.

E " untitled - AccuRoute Desktop ] o3

File Edt View Tools Help
J A tew | FopenED iddSaveED | ViewRS  HEAntRS | isend | )optons | @

FRecipients
Tupe Format: Press Add to profile document 2l
E-mal | ]| )
Fan
MaFold PDOF (image+0CP tet] Add I E-mail copy to idoe@enginssring amtaol
P,S\Jnloe, jer FTF (0CA fest & -mail copy to jdoe@engineering. omtool.com
TIFF [image]
T [OCR text)
Type [ Destination | Document Format e
R, WyFalder SWMIRARZTNEW MyFolde\ENGIN...  DOC [OCR text] x
| 1]

I | Bilirg 1
Content
Subject; |

Comments |

Altachments: Submitted document(s) here

8] TestDocument doc

[idos@enginesring.omtaol, com [¥HIKAR2LNEW

8 Do any of the following:

Send the message immediately - Click Send on the toolbar. A message box indicates that your
message has been sent to the server. (Your message must have at least one attachment.)

Save the message as an Embedded
Directive - Click Save ED on the toolbar, type a title for the Embedded Directive, and click Save.

Print a Routing Sheet that can be scanned with hard copy documents - Save the message as
an Embedded Directive. Then click Print ED on the toolbar. AccuRoute Desktop creates a Routing
Sheet containing the Embedded Directive and displays it as a PDF file on your desktop. Print the
Routing Sheet and include it as the first or last page of the hard copy document. Take the document to
a network scanner and scan it using the instructions provided by your network administrator. (Your
message can include both electronic and hard copy documents.)
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Section 9: Troubleshooting

This section includes:

Detecting workflow issues (9-1)

Troubleshooting the message on the Omtool server (9-1)

Troubleshooting the multifunction device (9-3)
Troubleshooting the client (9-3)

Complete these procedures in the order they appear. If you cannot resolve the issue, contact Omtool. (Go to
Omtool support and sales on the inside front cover.)

Detecting workflow issues

After a document has been profiled to MyFolder, the document should arrive at its destination momentarily, but can
take up to several minutes when the server workload is high. If a document does not arrive at its destination within
a reasonable period of time, begin troubleshooting the environment.

Omtool recommends troubleshooting the workflow in reverse order because this is the easiest way to troubleshoot
the setup on your own. When a document does not arrive at its destination, start troubleshooting with MyFolder,
continue to the Omtool server, the device (if applicable), and then the client.

Continue to Troubleshooting the message on the Omtool server.

Troubleshooting the message on the Omtool server

There are two important questions that can be resolved when troubleshooting a message on the Omtool server:
e Was the message submitted to the Omtool server?

e Assuming the message was submitted to the Omtool server, what caused the delivery failure? The
state and status of the message, along with details in the message journal, provide some important
clues.

Start troubleshooting by trying to locate the message on the Omtool server.
To locate the message on the Omtool server:
I Start the Administrator.

2 Go to Omtool Server Administrator > [ServerName] > Messages.
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3 Look for the message in the In Process queue:

a Click In Process.

b View All Items.

Al |emns

Yigre | kems wimited this week 7|

ltems submited loday

lteme submritted pest=iday
Item subiitted (his week
Iteme zubrmritted thiz rmorth

c Sortall items by the date submitted.

d Look for the message.

- Message found - Double-click the message and click the Journal tab. You can view the message
journal to determine the current state and status of the message. Then monitor the components and
confirm that the message is moving through the processing queues on the Omtool server. If the
Omtool server stops processing the message (for example, the message seems to be stuck in a

processing queue), restart all the Omtool services.

Note If you open the Journal while the message is still processing, you need to close the Journal properties
before the Journal will update.

Also, check the Event Viewer for any information that might help troubleshoot the issue.

Recipicnt Propertics

Generd| Attachmrs | Hec'piarltl BSn:lar] Conlimatanz Jn.mall

A

Diate

Jourmnal Ertry

1000542005 09:22.57 &M
10052005 0332 57 &AM
10052005 03:22 57 4M
0062005 0532 58 AW
0052005 D09: 3250 &M

Dispaieh: Faw rember narmdized te +18028501
[epatch: Matched rule A1 ax numbers (o Teloo
Dispateh: Processing action for nde A Fax rom
Compoze Stated

Compose [locabest - lacalhost] Cacument—cert

- Message not found - Go to step 4 and look for the message in the History queue.

4 Look for the message in the History queue:

a Click History. The message could be in either the Successful barometer or the General Failure

barometer.

b View All Items.

Vier |lioms smilted this week 7

ltems submitied loday

lteme submritted pest=iday
Itemz subimited (hiz wesk
lteme zubmiked thiz morth

c Sortall items by the date submitted.
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d Look for the message.

- Message found - Double-click the message and click the Journal tab. You can view the message
journal to determine the cause of the failure.

Recipient Propertics il

Gcncrdl Altach_rrq‘tal Hccbicntl Scndu] Conlimabans JWM'I
i

Date Journal Ereny

10/05/2005 09:3257 &M Dspatch: Fag rumber normalized o +16003630
10J05 2005 09:22 57 &AM Dipateh: Matched role A6 L3« nurmbee: 0 Telen
0052008 09:5267 AM - Depatch: Pracasaing achion for nde '8l Fax rom
104052005 092250 AW Compose: Stated

10052005 09:22 58 AW Corpose (Iocakbost - localho:t)] Diacumerni=cert
10/05,/2005 09:2207 &M Compose: [locabost - localhost] Dacumen =400
10/05/2008 093220 4M  Compase Completed

10052005 033521 &b OwtonlCannector Destination connechor faied |
10J05,2008 09:22:22 AW Digpateh: Faw rnomber narmalized to +1E0EE201
10/05/2005 09:33 22 W Dispateh: Routing complete

If the message failed, correct the issue and send the message again. Contact Omtool if you are unable
to resolve the issue. (Go to Omtool support and sales on the inside front cover.)

If the journal states that the Omtool server delivered the message but it still has not arrived at its
destination, this indicates that the Omtool server transferred the message to MyFolder successfully.
Do some advanced troubleshooting on MyFolder to determine why the message is not being delivered
to its destination. Contact Omtool if you are unable to resolve the issue. (Go to Omtool support and
sales on the inside front cover.)

Also, check the Event Viewer for any information that might help troubleshoot the issue.

- Message not found - If the message is not found, the next step is to troubleshoot the multifunction
device.

Continue to Troubleshooting the multifunction device.

Troubleshooting the multifunction device

After troubleshooting all other components in the workflow, troubleshoot the device. Consult the device
manufacturer’s documentation.

Continue to Troubleshooting the client.

Troubleshooting the client

If the device is working properly, try sending a message from the client to a recipient other than MyFolder. If you are
able to send messages to recipients other than MyFolder and MyFolder is operating correctly, contact Omtool. (Go
to Omtool support and sales on the inside front cover.)
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